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SUBJECT: Mail Service Questicnnzire

1. To assist ue with planning mail service to ail compongnty in the
Headquarters Building, plesse complete and return the sttached foestionrg ire
to me by e é J/ eert Tour responss will indiczte how many Geuyier
pick-up and déiivery points you need for all organizational components in
your ares by floor aud Toom murber.

2o In making your response on the Questiommalire, keep in mind that we
Pplan the ostablishment of Courder Posis and mail hardling faciiitles on each
floor o tie Headquarters Building. These Courier Posts will provids wpeil
sarvice to offices on a regulsr gcheduled basiz, The completed Guesticnnaire
should include all courier servics needs anticipated in the foressesble futurs
and be bassd on the following assumplions:

a. That courler services can be made availsble for doidvary
of material to any orgerdzstional level.

b, That your office does not havs an internal mail Gelivery
system by your own Courier service or by Mail and File
Clerks who deliver and pick-up meil on a part time basis.
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